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Paper Insertion 


The 850 typewriter is very similar to typewriters you have used before. Features used to 


insert and position your paper are highlighted in the picture. - 
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THE TYPEWRITER 


Papsr Guide 
Paper Scale 
Paper Bail 
Paper Bail Lever 
Paper Release 
Platen Knob 


Position Scale 


Card Holder 
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KEYBOARD 
SYMBOLS 


Backspace. 


Carrier Return. 


Upper Tab Key. This key is used when only the first line of a paragraph 
is to be indented. 
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| — Lower Tab Key. This key is used to establish and maintain an indent 
_ level for all lines of a paragraph. 


iT | Half Line Key. This key moves the platen one-half line below the line 

Lt] of typing for subscript typing. 

wal Reverse Half Line. CODE plus the Half Line Key creates the Reverse 
Le Half Line which moves the platen one half line above the line of typing 


for superscript typing. 


KEYBOARD 

Repetitive Keys 

The repetitive keys are: space bar, carrier return, backspace, half line and reverse half : 
line, period, hyphen, underscore and the "x". One time action is achieved by touching and 
releasing the key. Repetitive action is achieved by leaving your finger on the key. After 


a momentary hesitation the key will repeat until you remove your finger. Text keys, 
format, option and search keys are also repetitive. 


Memory Backspace Key 


The backspace remembers all keyboarded actions and, when depressed, wil: -k up and 
erase these actions. It will back through a carrier return, a tab, a character, a code, etc. 


KEYBOARD 
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Function keys are used to instruct the system to perform certain operations, to control 
the way a document is created, or to provide information about the current document. 


MERGE 


This key instructs the system to duplicate, copy or move material. 


To Duplicate : 


To duplicate an entire disc from one station to a disc in the other station, from 
READY, depress MERGE followed by RETURN. 


With a title in the display, depress MERGE to duplicate a document from one station 
to a disc in the other station. 


KEYBOARD 


STOP (reject) 

This key stops an action, cancels an instruction, or removes a message from the display. 
Use it to stop printing, reformatting, underlining, searching, etc. Use il to cancel a 
merge instruction, a centre instruction etc. Use it to return to the action point within a 


document from any displayed message - from an option, from the format block, from 
status etc. 
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MERGE CONT'D 


To Copy: 


To copy material from one document into another, move cursor to position where 
copied material is to be inserted - depress MERGE to mark insert position. ‘Store 
document and recall document to be copied. Move cursor to beginning of material 
to be copied - depress MERGE to mark beginning. Move cursor to end of material 
to be copied - depress MERGE. System will instantly begin to copy. When copying 
is finished, display will return to original document and cursor will be shown at end 
of inserted material. 


To Move : 


Material may be moved from one position to another within a document. Material 
is erased from original position and inserted in new position. It is exactly the same 
as copying - depress MERGE to mark insert position, to mark beginning of sertion 
and to mark end of insertion and begin action. 


RETURN (accept) 


This key is used to tell the system an instruction is complete and it should now be acted 
upon. 


For instance: A document title is accepted by touching RETURN; a format is accepted 
into the work space by touching RETURN; a search action is begun by touching RETURN; 
certain options are accepted by touching RETURN; etc. 


FORMAT 


The format is used to control the document layout. It should be recorded at the beginning 
of every document page and within document pages as needed. 


Depressing FORMAT brings the current Format Block settings to the display. Each 
depressiun thereafter moves forward through the Format Block. RVRSE + FORMAT 
moves in a reverse direction through the block. The format block contains a margin set 
line, a Tab set line, a line Spacing set line and a header line for document identification. 


Depression of RETURN removes the format block from the display and, at the same time, 
records. Depression of STOP removes it from the display without recording it into the 
document. 
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OPTIONS 


Options are used to control the way a document is input-or printed out. See Options, page 
41 for more information. 


CODE + FORMAT brings the Options Block to the display. Thereafter, depression of 
FORMAT or RVRSE + FORMAT moves in.a forward or reverse direction through the 
available option lines. 

Certain options are standard to the system's operation. Most options are activated or de- 
activated with the CHAR key. Some options must be accepted with RETURN. 


STATUS (Within a Document) 


This key brings the STATUS Block to the display. Thereafter, depression of STATUS or 
RVRSE + STATUS moves in a forward or reverse direction through the status lines. 


STATUS has no effect on document input or output. It contains information messages 
about the condition of the current document. See Status Key, page 15 for further 
information. 


Depress STOP to return to the action point from any status message line. 
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hl (Within a Programme) 


Because STATUS does not affect input or output, it is used to perform several functions in 
the non-executing programme mode. 


CODE + STATUS stores a non-executing programme. 
STATUS moves the cursor forward through a non-executing programme. 


SHIFT + STATUS moves the cursor in the reverse direction through a non-executing 
programme. 


SEARCH 
This key brings the SEARCH block to the display. Thereafter, depression of SEARCH or 


RVRSE + SEARCH moves the search lines in a forward or reverse direction through the 
display. 


The FORWARD TO or REVERSE TO search lines will scan the document in a forward or 
reverse direction to locate the entered search string. The only functions that cannot be 
searched for are carrier returns and automatic underlining. All other characters and/or 
codes may be searched for. The entered search instruction will automatically appear in 
both FORWARD TO and REVERSE TO lines. It will remain in the search lines until a new 
instruction is entered or the system is turned off. 


eo 6h | 


The TO PAGE NO. search line will scan in a forward to reverse direction for the 
designated page number. The page number in this line will increment with each search. 
A new page number may be entered at any point. 


FILE/INDEX 


This key has two functions. It is used to store a document on the disc and to bring the 
Document Index to the display. Once a document is put into the work space, either by 
inputting or recalling, it must be removed by storing. 


As soon as a document is stored, the Document Index is placed in the work space. 
Thereafter, each depression of FILE/INDEX or RVRSE + FILE/INDEX moves the document 
titles through the display. A document is recalled by depressing RETURN when its title 
is in the display. 


Coded Keys 


The CODE key is used in conjunction “with another key to give your 850 special 
instructions. Code keys are located on either side of the space bar for easy access with 
either hand. Their function is exactly the same. 
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CODE + 1 (Right Flush) 


Code 1 may be entered from any carrier position. If Print is activated typed characters 
following Code 1 will not print until a carrier return or tab is entered from the keyboard. 
The characters will then print out with the last character falling at the position where the 
Code 1 was entered. 
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Use Right Flush for page headings and footings, to line up names and /or titles at the right 
margin, for indexing etc. 


CODE + 2 (Page End) 


This'code instructs the system to stop printout. The code is entered automatically during 
input or reformatting when the option PAGE STOP AT is activated. If the document is 
reformatted another time, page end codes will be removed and new ones automatically 
inserted. 


This code may also be entered from the keyboard. When entered from the keyboard it 
becomes a "required" page end and will not be removed or replaced during a reformat. 


Use "required" page end codes wherever a page ending will not change. For instance, at 
the end of a chapter or section, where a short page is left for a chart or picture insertion, 
etc. 
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CODE +3 (Stop) 


This code instructs the system to stop automatic printout. It is used when you wish to 
enter variable material from the keyboard during printout. It is also used to stop the 
system for a print wheel change or a pitch change. 


This code may be used within various documents for programme control. The system will 
search very quickly forward or in reverse to Code 3's. 
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CODE +4 (Centre Code) 


When entered at the left margin (following a carrier return) this code instructs the system 
to centre between the left and right margins within the current format. If the format is 
changed, the system will automatically adjust centered material to the new margins. 


With Print activated material typed following a Code 4 will not print until a carrier 
return, tab or another code is entered from the keyboard. Characters will then print out 
in a centered position. 


When Code 4 is entered from any other position on the line, system will display the 
message CENTRE BETWEEN and the current margin settings. Enter the area you wish to 
centre between and accept. System will then centre over the designated area. Changing 
the current format block will not alter this centre position. If the same number for left 
and right margin is entered into the display, the system will centre around that position. 


Use Code 4 from the left margin for centering headings on a page. Use Code 4 from other 
positions on the line to centre over columns of text. 
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CODE + 5. (Column Centering) 


This code instructs the system to centre over columns that have been designed with 
Tab/Special Instruction Tab Settings in the format block. If the left and right sides of a 
column have not been set in the format block, the code has no function. 


Use this code for centering over or within statistical columns. 
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This is a "programme only" code. It is used to enter the programme mode. This code is 
also used to store or re-slore an execuling programme. 


CODE +8 (Halt) 


This is also a "programme only" code. It instructs the system to stop action until a 
specified number (fixed field) of characters are entered from the keyboard. The number 
of characters that may be entered into a fixed field are limited only by normal 
programme limitations. 


CODE +9 (Continue) 


This is also a "programme only" code. It instructs Lhe system to continue after it has been 
sLopped. It is always entered into a programme following a Code + 8 and the fixed field. 
It is entered from the keyboard to continue a programme that has been stopped with a 
Code 3. 


CODE +0 (Non required Hyphen) 
This code inserts a non-required hyphen into the document. A non-required hyphen will 
drop during a reformat if it falls before the margin zone. Use this code to create a pre- 


hyphenated document to eliminate hyphenation decision during a reformat. All hyphens 
input (using the hyphen key) with Automatic Carrier Return activated are required. 
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CODE + HYPHEN (Dash) 


This code enters a required hyphen into a document that will not generate a carrier return 
during a reformat. 


Use this code when typing a series that must be on one line, such as a phone number, 
01-436-0891 etc. 


CODE + $ UNIT BACKSPACE 


This code instructs the system to move the carrier back } unit (1/120th of an inch). It is 
active only when Proportional Spacing is the selected pitch. 


Use this code to create shadow printing, to create special symbols by overstriking 
characters and to crowd characters into a small space. 


CODE + BACKSPACE 


This code instructs the system to move the carrier back one space without erasing any 
character. 


Use this code to create symbols by overstriking characters and to back beyond the left 
margin or a set Lab to align numbers. 
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CODE + RETURN 


This code has several functions, depending on the condition of the system. 


- When Automatic Carrier Return Option is de-activated, use a Code Return to input 
a required carrier return within a dacument. 


- From READY mode,use this code to enter the Document Link Mode. 
- From PROGRAMME mode, use this code to enter a non-executing programme mode. 


- Use this code following an entered search instruction to move to the SEARCH LIMIT 
line. 


CODE + SPACE BAR 

This code inputs a required space. Use this code between initials and names, months and | 
days, etc. The system will not convert a required space to a carrier return during a o 
reformat. 
CODE + FORMAT | 
This is used to recall the Options Block. 


CODE + STATUS 


This is used to store a non-executing programme. 


CODE + FILE/INDEX * 


This stores a document in the Alternating Document mode. Thereafter, each time CODE 
+ FILE/INDEX is depressed the Alternating Documents are recalled and re-stored. 


CODE + UND 


This is used to underscore columns that have been designated with a Tab/Special 
Instruction Tab combination. 


CODE + UND + UND 


This is used to double underline columns that have been designated with a Tab/Special 
Instruction Tab combination. 


Text Keys 


Text keys define units of text and are used with or without Action Keys to mainipulate 
these units of text. 


Action Keys are always used with a Text Key. They instruct the system to perform an 
action in the amount of text specified with the text key. 
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Other Functions of Text and Action Keys 


« 


PARA 


DOC 


PRINT + 
DOC 


DEL. + 
DOC 


PRINT + 
RETURN 


Depress PARA from any position within the Document Index to move the 
action from one station to the other. 


‘ 


Depress DOC to override a hyphenation decision during a reformat. 


Depress DOC from any position within the Document Index to 
immediately display the last title in the Index. 


Depress PRINT + DOC from anywhere in the Document Index to print out 
the document titles from that point forward. 


Depress PRINT + DOC from the Programme Index to print out the 
programme titles. 


Depress DEL + DOC from READY mode to erase a complete disc. 


Depress DEL + DOC when a title is displayed to erase that document 
from the disc. 


Depress PRINT + RETURN when a Programme Title is in the display to 
print out the programme. 
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The 850 has a fully electronic printer which uses a print wheel as the typing element. 5 


Print wheels are interchangeable and are available in three pitches - 10, 12 and PS E 
(proportional spacing). 7: 

= 
Cover Interlock 
For safety, the printer is enclosed and the cover must be raised to gain access to the 
ribbon, print wheel or impression control. 
Raising the cover automatically sets an interlock which causes all printer operations to 
cease. The message COVER OPENED will appear in the display. Closing the cover will 
not restart any operations. 
The STOP key must be depressed after closing the cover to restart input or output. 
Changing the Ribbon 

: 

When the system is approximately one printed line from being out of ribbon, any 
automatic operation will be stopped, keyboard input will be locked out and END OF : 
RIBBON will be displayed, indicating the ribbon should be changed. ' 


It will be easier to change ribbons if the carrier is positioned near the centre of the 
platen. Before inserting a ribbon, tighten any slack by turning the upper left white knob 
in the direction shown by the arrow. 
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To Remove Ribbon . 


SS 


- Lift cover 

- Push retainer rollers toward platen 

- Lift the ribbon cartridge up and off the carrier. 

- Discard the ribbon cartridge. 

To Install Ribbon 

- Position new ribbon so that it falls in front of the ribbon guides. 
- Place on carrier. 


- Turn the white knob on the cartridge until it clicks - this positions the ribbon ' 
for printing. (If there is no click, the ribbon positioned itself automatically). ‘ 


- Pull the retainer rollers over the cartridge. 


- Close cover and touch STOP. 
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Changing the Print Wheel 
Print wheels are easier to remove and replace when the power is turned on. 


To Remove the Print Wheel 
- Lift cover 
- Remove the ribbon. 


- Pull lever on right side of carrier towards the display. This tilts the carrier 
assembly up. 


- Grasp the centre knob on the print wheel and gently rock the wheel away 
from the carrier assembly. 
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To Replace the Print _Wheel 
- Hold print wheel by the centre knob. 


- Place the square hole in the print wheel over the raised peg on the carrier 
assembly. 


- Gently push wheel onto the hub - be sure it is securely seated. 
- Using the lever, return carrier assembly to its printing position. 
- Replace ribbon. 

- Close cover and touch STOP. 


- Check to be sure pitch setting matches selected print wheel. 
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Impression Contral 2 


The impression control is located under the cover on the right side of the printer. It 
is a three-position switch - H (high), M (medium) and L (low). 


For normal printing use the M position. When using several carbon copies, move the 
switch to the H position for better quality. When using onion skin or other 
lightweight paper, move the switch to the L position to prevent cutting the paper 
during printout. 


Impression 
\O — Control 
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THE CONSOLE 


The switch on the console turns the total system on and off. For best results, the system 
should be left on during the entire working day. Normally, the left station is used when 
working with one disc but either station may be used. When the system is on and a disc is 
inserted, the light at that station will be on. This enables you to glance at the console 
and know which station you are working with. 


Power On 


When power is turned’on the system automatic- 
ally runs a 1l0-second "self diagnostic" test. 
After a successful test, the display will contain 
a message, the print wheel will be in "correct" 
position and carrier will restore to left margin. 

(Note : If the test is not successful, refer to the 
section on Diagnostics in the Operator Manual. 


If the left station does not contain a disc, the 
display will show DISC NOT READY, you may: 
On/Off Switch 


Insert a Disc, ensure you follow instructions on 
the disc load. 


Touch PARA to move action to the other 
station. 


Touch RETURN to enter "Typewriter Only" 
mode. 
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If the left station does contain media, the message will say READY or NEW DISC ?, you 
may: 


- Begin action if message is READY. 

- If you have inserted a new disc, touch RETURN to accept NEW DISC ? and begin 
action. If you have inserted a previously recorded disc and: the message is NEW 
DISC ?, refer to Troubleshooting Guide Page 7 


At power on, the following standard conditions will exist: 


- Proportional Spacing 
- Margins at 12 and 84 
- No Tabs set 


- Single Line Spacing 
- PRINT is activated 
- AUTO CARRIER RETURN is activated. 


- Left disc station is active. 
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DIAGNOSTICS 
The Diagnostic Panel 
If the display shows D + 6 digits or is blank after the 10-second self-diagnostic test, the 
system is not operating correctly. If this occurs, open the diagnostic panel cover and 


check the condition of the lamps. 


- If lamps 1 and 2 are not on, call Service and report the message or lack of message 
appearing in the display. 


- If lamps 1 and 2 are on, load the Diagnostic Disc in the left station and push test 
switch indicated on panel label. 


Diagnostic disc test will begin and lamp 3 will be lit. When test is completed 
(approximately 4 minutes), lamp 3 will turn off. At the end of the test --- 


- If lamps 4, 5 and 6 are off the lamp 7 is on, a successful test has been completed and 
system is ready for operation. Entire display will be lit. Remove diagnostic disc, 
re-insert working disc and continue operation. 


- If any other combination of lamps are lighted, note down which are on and which are 
off, note the condition of the display and call for Service. 


The 850 uses an 8-inch mylar disc similar to the familiar 45 RPM record. It is a flexible 
magnetic storage medium for permanent retention of keystrokes. The disc is stored ina 
non-removable cardboard jacket and packaged in a protective envelope. There is a label 
on the disc indicating the way to insert it. 
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Insertion , 


At power-on the left disc station is automatically activated for use. If you wish to use 
the right disc station, touch PARA to move action. 


- Open station door. 
- Remove disc from protective envelope. 
- Read the label and insert into station according to label directions. 


- Close station door. 


Removal 


The display must show READY before removing a disc. If the display contains a 
document or any other message, material may be lost by removing and/or replacing a disc. 


- Print out Document Index. (From READY, depress PRINT + DOC.) 
- From READY mode, open station door. 
- Remove disc and place in protective envelope. 


- Place Document Index printout into envelope with disc. 


. ia lll —S- ° 


CARE + MAINTAINANCE 

To remove carbon or other marks from the case and the console panels, use a cloth or 
sponge dampened with a small amount of liquid detergent. 

Platen and Rollers 


The 850 platen and rollers can be cleaned with any good commercially available Platen 
Cleaning Solvent. 


- To remove the platen; lift the 850 cover, push back the silver-coloured spring levers 
on either side of the platen and lift it straight out. 


- Clean the platen with a soft cloth or paper towel dampened with Platen Cleaning 
Solvent. Dry thoroughly and place aside while you remove and clean the rollers. 


- To remove the rollers: lift the paper pan up and lay it back on the typewriter case (it 
is attached with springs and cannot be removed), remove and clean the rollers one at 
a time, using the same cleaning process as for the platen. 


- To replace the platen, line up the platen gear with the black gear on the printer and 
push firmly into place. 


- Close cover and touch STOP. 
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CARE + MAINTAINANCE 
Card Guide 


The card guide will occasionally accumulate carbon or ink. To remove this accumulation, 
follow these steps : 


- Lift the 850 cover. 
- Remove the ribbon and tilt the carrier assembly toward the keyboard. 


- Grasp the card guide firmly on each side and, using a rocking motion, pull the guide 
up and out. 


- Clean with a soft tissue or wash with warm water and non-abrasive liquid soap. (Do 
not use any chemical cleansers on the card guide). Rinse thoroughly with clean 
water and dry with a soft cloth or tissue. 


- Replace card guide by gently pushing straight down until you feel both sides "click" 
into place. 


- Push the carrier assembly back into position and replace the ribbon cartridge. 


- Close the 850 cover and touch STOP. 
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CARE + MAINTAINANCE 
Print Wheels 


Print wheels should be stored in their protective cases and handled by the hub only to 
ensure against damage to the spokes. 


To clean your print wheel, insert one of the commercially available "type cleaners" 
absorbent sheets into the 850, remove the ribbon and strike each key once or twice. 


Dises 


Store discs in their protective envelopes. Keep magnets away from them, as contact with 
magnets will erase stored (recorded) material. 


Be sure disc is firmly seated in station before closing the door. If station door does not 
close easily, remove disc and re-insert. Do not force door closed as this may damage the 
disc. 
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Ribbons 


Open ribbon packages at the clear end of the plastic bag to prevent the possibility of 
tearing the ribbon. When removing or replacing a ribbon, take care not to catch it on the 
ribbon guides. © 
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